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APPLICATION FOR RECORDS RETENTION SCHEDULE _OFFICE OF THE SECRETARY OF STATE

A |NSTRUCTIONS See Publlcatton No 76—-RM-1 for mstructlons on completing this form. Forward stgned ariginal to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address | - : FOR RECORDS MANAGEMENT DSE
ﬁ_;;?licaﬁon Date Georgi'a Building Authority Application Number )
)/-24-¥Y ‘1 Accounting Department = 80 - L\ o0
Kplication Number 1 MLK Jr. ’ ];)I‘ ive - Date Received Dete Completed
2 A4 . Atlanta, Georgia. 30334 . NOV 25 1980 | D DEC 5 1980
2. Person to Contact - Working Tite S Telephone Number
_______Robert Vance Accounting Supervisor _ 656-6942

a. (O Establish Retention Schedule; record will continue to accumulate.
b. [J Dispose of present accumulation; no further accumulation anticipated.

¢. [ Amend Application No. Check One: O Change; [ Supercede; Ol Void

—_— e e e

4. Dates of Series 8. Records Series Title [followsd by title used in office; if differant)
Earllest Latest '

1977 AL To Date| Statement of Trust Accounts (Bank Trustee Reports)

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

.\

To ‘administer, operate and maintain all state owned bu11d1ngs in
the capitol area, including the supervision of cleaning services,
regulation of entry into buildings, the provision of physical
security for the buildings, the administration of state owned
parking areas and state provided eating facilities.

1

» t

-7. Record Series Description This file contains the following documents finclude farm numbers and titles, if any):

Attach samples of the file.

Documants relating to: Bank reporting on each Trust Account

Includedare:  Mopnthly statement from bank for each. Trust Account showing

deposits, withdrawals, interest earned, cost and face value
of U.S. Treasury Bills

F. '. : ' . )
ile is arranged: Numerically by Trust Account #

8. Monthly Reference Rate How often are records referred to which : are:
One to six months old _daily ; Seven to twelve monthsold ____ 3 __; Thirteen to twenty-four months old __1__.__.‘_..'
twenty-five monthsand older Q0 ___

—_— ——— e —— —_—

9. Annual Rate of Accumulation of Records

Letter-size drawers —_ ____: Leqalsize drawers _ .. __; Shelves

AR-50_71: Rev. 76" ' T 77 {overd

- g ——— e - T . R —r ————

_: Other fgpxifyf 1 linear foot .

e ——— e v




. fyes | No | 10. Questionnaire __{Place an “'X"" 1n the proper column} ' -
1 kS a. Is this the official copy of the series? o
{ __—_i If_not, where i5_it? . :
g X b. Does the serles contain confidential information requiring secunty handling? It yes, cite law or regulation. ’
: . X c. ls this a vital record? L L B 'fg 77____m
X d. Does this series have historical or tong term research value? .
: X e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
documents be scheduled separately? !
i X | _f. ls the information cantained in this series ever published? _1f ves, am;h copy. i
g. Is the information contained in this series ever analyzed and]or recorded in a summarized report?
X If ves, attach copy
X h. Is there a duplication of this series in your office, or in ancther office or agency?
If ves. where? . -
X |_i_lsthis series for a major portion of it} reqularly microfilmed? P
X | i _Does the record series result in a computer printout? —_
11. Retention Requiremsnts The following requires the series to be kept: :
a. State Law ] —_0— years, d.( Ll}é%te ;Rﬁc%ient ) 1 years.
b. Statute of limitation -0- years. e. Administrative need 3 - years.
¢. Federal law _"0' years. {. Federal retention instructions 0 years.

Attach copy or excert of laws or regulations. Explain administrative need.

To satisfy possible audit question

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
O Calendar Year; [X Fiscal Year; 3 Other - . _ then,

B Hold in the current filesarea________month(s) ___ 1 _ _vyear(s): then
[J Transfer to local holding area; hold _____year(s}; then
B Transfer to State Records Center;hold 2 year(s); then

& Destroy.
O Transfer to State Archives for permanent retention.
O Other {Specity) .

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee {Signature) Date | Records 'Management Officer (Signaturel Date
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Eo~yo00 ' State Records Committee (Signature) Date
Recommendations in para- - ; i
graph 12 are approved. State Auditor/Designee _ -1 %0
(If disapproved, attach letter i T T ' i /
of explanation.} Secretargigateloesignee w& W / 2 - / - &% d
Slpahatanph o - v N :
Attarney General/Desigriee 4 7 | / - 3 ’W
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